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To;  i-.ll  Divisiors  and  Sections,  Special  Oommodi-i: 

From:  H.  C.  i^lbin,  >.hief,  Special  Comraodi  ties  BrancU'- CEPaRTMENT  OF  AGRICULTURE 

Subject:       Compliance  procedure 


Recent  Director's  Memoranda  and  Gcrnpliaroe  Brarch  I?emoranda  have  established 
a  procedure  for  handling  coT.pliance  with  Food  .j  . stribution  v?rders. 

Food  Order  Education  in  ;!'ashin^_ton  is  the  responsibility  of  the  Commodity 
Branches  and  the  i'arketing  Reports  Uiv.isionj  while  voluntary  compliance 
activities  in  ."[ashington  are  th^  sole  res-oonsi^illty  of  the  Commodity  Branch. 
Resoons?  bil-.ty  for  enforcement  is  vested  ir  the  Compliance  Branch  (jjirector's 
Ilem.orandum.  l! o .  z^.? ,  Revisi  on  1,  Supplement  2). 


1.    Voluntfry  Compliarce  /activities 


The  cases  discussed  under  this  heading  are  those  '.vhich  require  no 
investigation . 


A.  Education 


iifter  full  coverage  has  been  given  to  the  industrjr  of  the 
^'ood  Distribution  '~rders,  QuestiO'-:s  and  i-.nswers,  SumiT^aries ,  etc., 
it  i.s  the  reaporsibility  of  t'le  '^rder  Administrator  to  write  letters 
of  explanation  of  the  Order  to  any  companies,  v/here  it  appears 
likely  that  the. Order  is  not  fully  unaerstood. 


B.     v/arning  Letters 


.ihere  it  appears  from  an  explanation  of  reports  required  by  the 
FDD,  or  from  any  other  reliable  source,  that  a  com.pa.ny  has 
committed  minor  violations  of  the  Order,  the  Order  Adm.inistrator 
may  write  •■;o  the  company,  verifying  the  facts  of  the  violation 
ard  asking  for  an  explanation.     Tf  the  company  admits  the  violation, 
the  explanation  appears  plausible,  and  the  Order  Administrator 
is  satisfied  the  violation  does  not  warrant  an  invest:"  gat '  on ,  then 
he  may  preoare  a  .lar-  ing  Lett-:r  for  h^  s  own  signature  (v/arning 
Letter  should  not  be  signed  until  returned  by  the  Compliance  Branch) 
addressed  to  the  violator,  calling  his  attention  to  the  violation 
and  warning  him  that  a  repetition  of  the  v:i  elation  may  lead  to 
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admini ?tr:\tivo  c^ncxi^ns  or  crim"' nc.l  pr  r-ocv.tl  n,    A  sr.'/i.ng  clr.usc 
must  be  in£ort..d  in  the  lott-.r  r.s  inaic^.tcd  in  Director' t  Momo- 
rr.ndum  i- 0  .■  Lp. ,  onpplcmcnt  5>  2^^^  pr.rngraph.     For  uniformity  in 
Ir.njjU-'^.gG ,  it  is  su^^ostod  th^.t  copies  of  proAd?usly  ^pprovod 
W^'.rnin^  Letters  on  file  in  the  '"'fficc  of  the  Chief  of  the  Operr.tion- 
c.l  PI -nring  ■  nd  Services  Division,  be  exr.minod.    iii'r'.rning  Letters 
should  be  prcp^.red  in  the  re^ul-'.r  number  of  copies  of  any  mcmor'"  nduc, 
plus  tv/o  r.ddTtion^.l  vvhito  copies  m'.rl-od  for  Compliance  Br^.nch  (one 
copy  will  bo  forwarded  by  vompli'ncG  Branch  to  the  proper  Roi^ional 
'"fficc  and  th^:.  other  copy  v,/ill  remain  in  Compliance  Branch 
files  in  '.jashin^t  ^n) .     It  ic  expected  th'^  t  the  ^'^rder  jidmini  strat ''r 
will  bo  \''i(i,ilant  in  scrutinizing  future  rctivities  to  see  th^.t  the 
"""iolrting  com.pany  is  aa-icritij;;  strictly  to  the  Order,     The  ^rdor 
i^dministr" tor  and  '.;b.ici'  of  the  j^ivision.  after  initialing  the  j'-ellow 
copy  of  the  iwarnin^  Letter.,  should  send  the  file  and  the  >'ifarning 
Letter  to  the  Chief  of  the  Cperationr.l  planning  and  Services 
Division  for  control  purpose  e„     The  file  rnd  leti^or  v/ill  then  be 
forwarded  to  the  Chief  of  the  Complianco  Brrnch  for  corcurrenco. 
If  ho  aoproves  ho  will  initial  the  yollovj'  copy,  and  v/ill  return 
the  file  and  vi'arnir.g  Letter  to  the  Chief,  'Operational  Planning 
f.nd  Services  Division  for  trar.sFii  ctal  to  the  Order  Administrator. 
The  latter  vvill  theroupon  d^^to,   si^n  r.nd  mail  the  i'jrrning  Letter, 
and  forv/ard  two  copies  thereof  to  the  Compli':-nce  Er^.nch. 

C.    iidjustm.cnt  Letters 

Where  a  m.inor  violrtion  of  a  F'OO  is  discovered  and  a  letter  sent 
to  the  ■'/iolator  f^r  vcrificati  :n  of  f.acts,  tho  "rder  ^.drr ir i strator , 
upon  receipt  of  a  reply  from  the  violator,  m^y  elect  to  vi;"rite  a 
letter  to  the  ^delator,  inviting  him  to  m^kc  proposals  for  a 
compensttorv  adjustment.     The  procedure  for  issuing  an  ''diustment 
letter  is  identical  to  th' t  set  forth  for  iss'.dng  learning  L^.ttcrs. 
Copies  ct  pre-ri -^usly  r.pprovcd  r.djustm.ent  letters  may  he  examined 
in  tho  ■"ffico  of  the  Chief  of  tho  Operational  Planning  ^nd  .'erTT.ces 
Division.     The  theory  and  proccoure  for  issuing  r.n  adjustment 
1  ttcr  r.re  set  out  in  Director's  H: orr.ndum,  To.  'l^  ,  Suoplement  5» 

In  the  oonser-'ati on  orders     di^iuistered  by  this  Br'^nch  it 
prob.'\bly  v/ill  ce  more  effective  to  issue  an  adjustment  letter  rr.ther 
than  a  <jarning  Letter,  "w'-.ile  on  oar  fish  set-aside  order  the 
Yfarning  L'-tter  probably  v/ill  be   nore  suitable. 

II  .     Enf  orcr-m.cnt 

The  procedure  outlined  in  this  section  involves  cases  that  require 
investigation. 

is.,     Refcrr'  l  of  Cases  to  C':^mpliince  ]:r'^nch 

Yfhcn  a  TrLolati:^n  is  brought  t    t':e  attonti  .^n  of  an  "rder  Adminis- 
trr^tor,  vifhich  in  his  opinion  is  suff '  cimtly  serious  to  roqvdre  an 
investigation,  the  procedure  as  outlined  bolov/  will  be  followed. 
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Tho  Order  Ad.miriistrs.tor  shr.ll: 

1.  Prejparo  Form  FDA-355    original  and  3  copies)  sotting  forth 
all  information  pertinent  to  the  violation. 

2.  Sign  all  copies  of  tho  form. 

3.  Attach  a  set  of  copies  of  all  pertinent  correspondence  con- 
corning  the  violation  to  each  copy  of  Form  FDA-355 • 

L^..     Fomard  the  completed  form  vjith  all  copies  and  attachments 
to  the  Chief  of  the  Division. 

Tho  Division  Chief  shall  initial  one  copy  of  the  form  and  for- 
ward the  complete  file  to  the  Chief  of  the  Operational  Planning 
and  Services  Division. 

The  Operational  Planning  and  Services  Division  v^ill  set  up 
a  control  for  following  the  case  and  keeping  the  Order  Administrator 
advised  of  developments.     Tho  Chief  of  the  Operational  Planning 
and  Services  Division  shall  in.itial  the  same  copy  of  the  form 
which  was  initialed  by  the  Chief  of  the  com.miodity  division  and 
return  that  copy  to  tho  Order  Administrator,     The  original  and  two 
copies  of  the  form  'uvill  bo  forv/ardod  to  the  Chief  of  the  Compliance 
Branch. 

Any  supplement'^  1  information  submitted  on  a  case  to  Compliance 
Branch  should  be  in  memorandum  form  from  the  ''^rdor  Administrator 
to  Chief,  Compliance  Brrnch  in  an  original  and  threo  copies  for 
routing  as  indicated  above. 

B.     Disposal  of  Cases 

All  of  the  Food  Dittribution  Orders  handled  by  this  Branch  have 
been  classified  as  "nonrw.3ionalizcd'' ,  which  means  that  all 
investigative  reports  must  be  revievi^ed  by  the  Commodity  Branch  in 
vYashington  and  a  recommendation  v/ritten  before  the  .Regional 
Office  may  dispose  of  a  case.     Therefore,  in  the  future,  each  Order 
Administrator  will  receive  a  copy  of  the  investigative  report, 
regardless  of  v/hcther  he  requested  the  investigation  or  whether  it 
originated  in  the  field,  :.nd  he  v/ill  bo  expected  to  v>frite  a  memo- 
randum to  Chief  of  Compliance  Branch,  recommending  disposition  of 
tho  case. 

Tho  Order  Administrator  may  recommend  the  following  types  of 
disposition  of  compliance  cases; 

1.  Dismissal  of  case 

2.  Wr.rning  letter 

3.  Adjustment  Letter 
U.  Suspension  Oraer 

5.  Injunction 

6.  Criminal  Prosecution 

In  making  the  recommendation  the  Order  Administrator  should 
indicate  tbo  reason  for  the  recommendation  and  point  out  any 
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information  that  mr.y  be  of  value  to  the  Regional  Director  in  making 
the  final  decision  as  to  dispoS'.tion  of  the  case.  This  recommenda- 
tion sh'^uld  be  in  memorandum  form  from  the  Order  Administrator  to 
the  Chief  of  the  Ooinplianco  Rranch  in  an  original  and  three  copies, 
and  rovtod  in  tlie  sar.e  manner  as  other  compliance  matters  indicated 
previously. 

The  Operational  Planning  and  Services  Division  shall  act  as  a  focal 
point  for  all  compliance  cases  and  shall  maintrin  liaison  activities 
with  the  appropriate  Divisions  in  the  Gomplirnco  Branch,  Arrange- 
ments have  been  made  v/ith  the  Gom_pliance  Branch  for  all  reports  and 
memoranda  pertaining  to  Special  Commodities  Branch  cases  to  be 
forwarded  to  the  Operational  Planning  rnd  Services  Division, 

This  memorandum  supersedes  Special  Commodities  Branch  Memoranda 
Nos.  13  Supplement  D  and  13  Supplement  D  (Revision  l)  which  should 
bo  removed  from  the  manual.    Any  other  Special  Commodrties  Branch 
memoranda  which  conflict  with  these  instructions  are  supers^. ded  to 
the  extent  of  such  conflict , 


/s/  H.  C.  Albin 
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WAR  FOOD  ADMINISTRATION 

FOOD  DISTRIBUTION  ADMINISTRATION 


INSTRUCTIONS 


FOUR  COPIES  OF  THIS  FORM  MUST  BE  SUBMITTED  MONTHLY.  THE 
INDELIBLE  PENCIL,  OR  WITH  TYPEWRITER.  CARBONS  ARE  SATISFACT 
ONLY  (INK  OR  INDELIBLE  PENCIL)  . 

This  report  must  be  made  within  5  days  after  the  close  of  th 
Each  school  or  child-care  center  will  transmit  the  report  to  the  spo 
with  the  Food  Distribution  Administration.  If  the  sponsoring  a 
school  and/or  child-care  center,  a  combined  report  must  be  made 
under  the  agreement.  This  combined  report  will  be  made  by  totali 
the  individual  programs  under  the  sponsorj|j||y||Aicy 's  agreement, 
agency's  claim  for  payment,  and  must  be  ^^^^  strictly  in  accord 

Liine  1.- — For  individual  program  reports,  fW^act  name  of  school 
agency's  combined  report  of  several  programs  show  separatel; 
centers  rather  than  names.  C^^^ 

Line  2. — Show  name  and  full  address  of  sj^^Wllg  agency  and  FD 
appear  in  the  agreement. 


Line  3. — On  combined  sponsor's  report,  le^^nlB  line  blank. 


Line  U. — For  individual  program  reports,  show  price  per  meal  charg* 
On  combined  sponsor's  report,  leave  this#l!ISI!ink. 


MUST  BE  FILLED  OUT  IN  INK, 
THE  COPIES.    SIGN  ORIGINAL 


I  for  each  operating  program, 
igency  signing  the  agreement 
^ncy  h'Ss  programs  in  more  than  one 
I  form  covering  all  operations 
imber  of  meals,  etc.,  from  all 
\rm.  constitutes  the  sponsoring 
th  the  following  instructions : 


-care  center.  For  sponsoring 
er  of  schools  and  child-care 


lent  number  exactly  as  they 


:  greatest  number  of  children. 


Lines  5,  6,  and  7. — For  individual  program  rPpolts,  show  number  of| 
the  month,  divided  by  number  of  days  mealswere  served.   Do  not 
in  Line  6.    For  combined  sponsor's  repfl^^B^  the  sum  of  the  ei 
individual  program  reports. 


lAne  8. — Show  number  of  meals  served 
B  types,  but  sponsoring  agency's  combi 
of  all  types  served  under  its  agreemen 


( Individual  prog: 
rt  of  several  prog: 


Line  9. — Amount  claimed  will  be  the  number  ^meals  served  mull 
exceed  purchase  cost  of  foods  designate<J*4n  me  agreement  used 

Certification. — Individual  program  reports  will  be  signed  only  by 
indicated.    Only  the  combined  report  of  all  programs  operating  undel 
by  the  sponsoring  agency  on  the  lines  indicated. 


srved  in  each  category  during 
^meals  served  without  charge 
!  the  corresponding  line  of  the 


rts  will  not  show  both  A  and 
1  show  total  number  of  meals 


i^d  by  rate  per  meal,  but  not  to 
C^^ie  month. 

fram  supervisor  in  the  space 
agreement  will  be  certified 


The  sponsoring  agency's  name  in  the  certification  must  appear  exactly  as  it  does  in  the  agreement. 
The  autograph  signature  (in  ink  or  indelible  pencil)  of  the  personsignmg  for  the  sponsoring  agency 
will  appear  on  the  second  line  of  the  certification  and  his  title  on  tfli^ff^  line. 


Four  copies  of  the  sponsoring  agency's  combined  report  (each  wim  reports  from  individual  pro- 
gi-ams  attached,  if  sponsor  operates  more  than  one  program)  shall  be  forwarded  not  later  than  10  days 
after  the  close  of  the  month  to  the  State  office  of  the  Food  Distribution  Administration. 


t.  S.  GOVERNMENT  PRINTING  OFFICE        16 — 36436-1 
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WAR  FOOD  ADMINISTRATION 

FOOD  DISTRIBUTION  ADMINISTRATION 


Budget  Bureau  No.  40-R2S8.1 
Approval  expires  7-31—14 


COMMUNITY  SCHOOL  LUNCH  PROGRAM 

REPORT  AND  CERTIFICATION  OF  PURCHASES 
Diiring  

(Month)  (Year) 

(See  Instructions  on  the  Reverse  Side) 

1.  Name  of  school  or  child-care  center     

2.  Sponsoring  agency  ^  

(Name) 

Mailing  address     

(Street  and  mimber  or  R.  F.  D.  number) 

(City) 

FDA  Agreement  No  

3.  Number  of  days  meals  were  served    

4.  Prevailing  charge  per  meal  to  children    

5.  Average  daily  number  meals  serv^ed  

6.  Average  daily  number  meals  served  at  less  than  prevailing  charge   

7.  Average  daily  number  meals  served  without  charge  

8.  Total  number  of  meals  served  during  month,  by  type  and  maximum  rate  of  pajment : 

Type  A  @  $0.09       Type  B  @  $0.06       Type  C   @  $0.02 

Without  milk : 

Type  A  @  $0.07       Tj^pe  B  (a^  $0.04 

9.  Amount  claimed,  $   

(Not  to  exceed  purchase  cost  of  designated  foods  used  during  month) 

I  (We)  certify  that  the  above  number  of  m.eals  were  serv^ed  and  that  the  amount  claimed  was 
expended  for  food  designated  in  the  agreement;  that  those  foods  were  purchased  and  used  strictly  in 
accordance  with  the  terms  of  the  aforementioned  contract ;  that  prices  paid  were  no  higher  than  those 
prevailing  in  this  area ;  that  the  amount  claimed  herein  does  not  include  State  or  local  sales  taxes ;  that 
the  claim  is  correct  and  just,  and  that  payment  therefor  has  not  been  received. 


(County)  (State) 


(Signed)    

( Sponsoring:  agency ) 

By  


(Title) 

(Program  supervisor) 


(Date)  (Date) 

(Title  18,  Section  30,  of  the  United  States  Code  makes  it  a  criminal  offense,  punishable  by  a  maximum  of  10  years' 
imprisonment,  $10,000  fine,  or  both,  to  make  or  present  or  cause  to  be  made  or  presented  for  payment  any  claim  against  any 
department  or  officer  of  the  Unitecl  States  knowing  it  to  be  false,  fictitious,  or  fraudulent.) 
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